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,o be Submitted to the Records Mano^^ment Division

Ho2l of Records Commission

SCHEDULE
NO.

it ' ; .

PAGE
NO. 1. /

1. Requesting Agency

PUBUC 8EHVICE COHGSSIOH

2. Division or Bureau of Requesting Agency

SECRETARY

3. Authorization Requested (Check only one of the squares below).

•
Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

B
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

1.

2.

MINUTES OF THE CQffiXSSIOW

x2»Size t 20" x 13"
Dates* 1910 - -
Quantltgrs 51 voluse* (5 cubic feat)
File Arrangeosnti ChrfttwicglftRl,
Ammâ  Accuralationi L98S th*fli \ cubic foot
TnAr^y BftCh TQ2.1SD6 iwftr^ftd

The Minutes isarlse tits motions and decisions of the ConmUudoa.
Entries rtiow the natters eoedug up before the Comlssion (e .g .
ai^>loysela certlficatea of caamtdaac6t spplioatlons for permits of
various types, petitions, stmnarlss of tests conducted by istvestiga-
tiTs staff, e t c . ) , tits actions taksa by the CowalaaLon, and A SOB*
mry-of a l l orders Issued by ths Coanission. Hie aoafcers present
at each meeting are lis^edU

RECOMMENDATION, RETADJ PERN&HEHTU.

DOCKET BOOKS (CORRESPOHDSHCS CASES, PDRHAL CASES. AMD S.N.AHD R.CASS )

S i M t UB» x 1 2 " x 2" (average)
Datest Foraal and S.H. and s. Cases, 1^10 - -

Correspondence oases, 1920 - -
Qaantitgri Correspondence, 2 volsassj foraal, 5 TOIOTBSJ

S*R. end R.,6 volxntss (total 3 cubic feet)
File ArrangcBsatt f]^irff'wlnelft«l
^ntwya\ A^CHW l̂ffltlftnt Xiess than h cubic foot
Xndoxi 7oiona and card indeaoBs, except for Corr

dence cases vtoSuoh are lndeasd on cards only

CO
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7. Agency, Division or Bureau Representative

Eaoecutive Secretary
Signature Title

October 30, 1957

Date

Schedule Authorized as Indicated in Col. 6 by Hall of
.Records Commission. .

JIA/£3-
1 f Date' Archivist ^ »

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

J^ JZL^
Date Secretary

t)_ ._
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Hall of Records
Commission

(" REQUEST FOR RECORDS RETENTIO
(Continuation Sheet)

CHEDULE
SCHEDULE
NO.

PAGE
NO. 2.

4.
^tem
4o.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

This lten inftlwVtw all Docket Books which tin Comlsslon Fmintfflnt
for Correspondence Cases, Formal C A M S (Involving a tearing), and
Short Hotiee and Reparation Cases (which usually do not Involve a
hearing), A breakdown of the Inforaatlcn which appears In the three
types of doekat books followss

nxosbor,
the

dat»
of

a* Correspondence Casesi Entries show the case
of filing, date of closing, the nans of the eoaplainant,
the defendant, and the nature of ̂he coxsplaist*

b. Foraal Cases i Sash volxas shows the case maker or
docket maker, a sonar/ of the subject of the hearing (e.g. appUea»
tlons for stoek Issue, transfers of franchises, reparation proceed-
ings, etc*), and a list of the papers filed In the docket folder
(e.g. letters* petitions, etshlblts, orders of the Commission),

e* Short Hotiee and Reparation Casast Each volnna shows
the docket mafcer, a samnxy of the petition or application, and a
listing of papers filed In each docket folder (e.g. the petition or
yppl 1 ftfitrlow, tliw © IIMBII *s order nasfcer end the date, letters,
and admissions of service).

BECOMffiSaQATIDSi REIAIU fWXHXSMU, >
I

COftHKSPCfltltoJhrfit CASE F H & : -

Slaoi 8i*xU<* I
Datest c. 1920 - - - I
Qwmtityi Office, 21* drawsra (U3 cubic feet)

BaseasntrlS drawers (27 coble foot)
(total, ,?6 cubic feet) - '

Tile Arrangessentt Samerieal
imnal Aectnulationt 2 | drawers per year (5 cable feet)
Disposable iBounts 20 etibic feet
X**<*ffTft Separate alshsbetleal and ntwwrilffll card lndsoosi

(Itea h)

Mail or telephc »la1*i»jt mmummmmAag eervieesj hlllla
das Casebet ween eospanies, oto.,fon the basis for the Corretj

File. The latest ten years are filed In folders, and the earlier
years, which have been reaoved from their folders, are etered sep-
arately. A typical folder for an individual eoanlalnt nay contain
any of the following recordst original letter of petition or ce»-
plaint, the outgoing letter of aeknowledgBent to the oonplainant,
letters of justification or eiplanatinn from the corapany. and staff
•smos concerning the results of investigations by the Ccondsslon
Frier to 1920, when the Correspondence Case File was instituted,
eoaplalats ware filed in the Secretary's General Correspondence
File (Its* 8) . The mriii—umlaliini below applies to all

except those Involving — ^ n w l complaints which nay
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REQUEST FOR RECORDS RETENTIO
(Continuation Sheet)

CHEDULE
SCHEDULE P.^ *>
NO. i f

PAGE
NO. 3.

4,
rtem

4o.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

U.

$•

have long tons value in frwtabi t wh1 TW y»yi K̂nffwmm nc precedents or
policies.

EBCOHMSHDATIOHt H5TAXB FOB S&9 TSARS AHD THSH DESTHOT.

OORRBSPOKDBBCK CASE CARD lMlMtIM

Siaei 3» x 5", I t « x 6 «
Detest 3910 * -
Quantity* 22 drawers (1 cubic foot )

- F i l e Arrangeaantt ftnezleal \xy ease anrioeri alphabetioa
Ijy cospso ĵr or lAdirlxfaMX • •

fhese f i l e s consist o f «. nussrloal and alahabetleal Index t o the
Correspondence Case F i l e s (Item 3)* Each card In the mnerical f i l e
shows the date of docketing, the date of closure of the case , the
l i t i g a n t ' s name, and a amwury of the nature of the eosplaint . Each
card In the alphabetical f i l e shows the name of the individual or
conpany in i t ia t ing the canplalnt * the name of the other party In*
volved, and the correspondence ease madder or nnsfeera ( i f moro than
one ftfwrgiiBiwt appears on a card).

RECOfMENQAlIOHi RSTAIH PSRSaBEHTiy.

FOBMM CASES

Siset 8 | - x 11"
- ... Datess 1910 - -

Quantity! 160 drawers (286 cubic feet )
File Arrangeaenti Raaerieal by case raster
Annual Accoaul&tiont 7 cubio feet (estinated)
Zndext Alphabetloal by company or individual (Itea 6)

This f i l e contains the * w » 4 « | records of fosval eases *̂*<***t have
been heard by the CoaBission since 1910* She Jaoket or ^aobits fop
each ease are assignod a ease raster and show Urn subject of the
hearing and a l i s t of a l l the papers t&6& during the coarse of the
hearing. A Jacket nay contain tha following typos of records: an
application for hearing* a record of the hearing, certificates
(Incorporation, eto«), order* of the ffffinrt gtrtirrarj yyMMt-s, opinioi
of the Cgwŵ .ff#<rarer* ff Qensrel ffffiniwX, f̂rdgflrtflng iff servioe* VT*4
petitions.

BEOOffiGHDATKSHt BETA1H PSSMUOniZ*
. L L

CO
CO
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Com minion

C REQUEST FOR RECORDS RETENTIO
(Continuation Sheet)

CHEDULE
SCHEDULE
NO.

PAGE
NO. h.

4.
t̂em
Jo.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

6. XHDSXTO FOBlttL CASES

Siset km x&>
Datesi 1910 9 -
Quantity* 3 dnmsrs (3A cubic feet)
File Arrangeasnts Alphabetical by company or indl<.virtual!

The Index to Formal Cue* show* the nans of the Individual or eon-
pany, a stmnary of the subject or reason for the hearing, and the
mater of the case folder containing the fall record of the hearing.
More than one eaee involving a particular individual or eonpany may
appear on one card.

HBCOmEHDATIOBh RETADJ PERHAHEHTLT.

S.X. and R. DOCKET Fllg (SHORT BDTICB AHD RKPARATKM)

Slset 8J» x XL*
Sateei 1 9 U - -
Qoantl^rt 19 draners (3b cubic feet)
File Arrangensntt Buner^cal by ease ncneber

The S.H. and R* (Short Sotiee and Separation) Docket File contains
the records of Coraidsalon proceedings which allow or deny the re-
quests of various petitioners to be exacted from rules, regulation
and statutes on less than statutory notice (30 days)* Bach jacket
or envelope In the Docket File contain* the records relating to a
particular case—o.g. petitions and exhibits, orders of the Ccn-

CO
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LU

o

s

SB^^flifl^uG3XB9pA ^SC fcVO^> Ofltl06 ace «lth the petitioner, eonplalnant, or
defendant) speelaoail schedules or tariffs, admissions of sarvice
(of Conlssioner's order)« The inforoatlon vhleh appearson the
outside of the jacket shorn the ease or docket mraber, a l i s t of
papers filed, and details on the hearing (e.g. attorneys involved,
the date of the order to satisfy, answer, or appear for fwartmg,
hearings held, the decisions rendered, and the date'of the issue of
the Cfflwrtsirion«s order. The Comdsslon*B order granting the exemp-
tion from the 30-day raaulrmsnt i s recorded in the mimteoof-the
Coaalssion (Item 1), a pensaieat record.

RECOMfETOATIOHt BETAD! BBRMAMENTET. f.E.A. =
8. (IRHKHAT. uwwBoruwiirvinas

i

Slset 8 J » x U '
Dates: 1910 • • >^_
Qoantii^rt Office, 6 cubic feetj baaeaant^

(total bit cubic feet •
File Arrangeas&ti By year and alphabotleal therein
Annual ^ " i ^ at-Annj j cubic foot
Disposable Aaounti ̂ > cubic feet

*de feet

This f i le ftfffitaitiff incosdng or outgoing cc OTWIC with

?U. it-Jit

s.'cun/.i.v I
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REQUEST FOR RECORDS RETENTIO
(Continuation Sheet)

CHEDULE
SCHEDULE xffi. '•><
NO.

PAGE
NO. $.

4.

•
tern
o.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

20.

Individual*, eonqpanlas. State or Federal ageusias and l* oonceraed
with cnnqpioints (prior to 1920), rates, services, requests for
information, requests for hearings, tranamittals, end general mat-
ters which eonoarn the Coaadssien* Correspondence pertaining to
eowplMnts (after 1920) which were sufficiently important to call
to the ettention of e serviee company were filed in the Correspan-
denee Case File (Itea 3). A portion of the correspondence (1915 -
2920) is arranged in 10 letter boxes in baeamnt storage.

The rocoanandation belov also applies to files titled "KLecellanaoas
Correspondence*j located in baeeaeot storage.

RBCOMHEHDAIIONI RETAIH TEH YEARS ARD THE* BESIROY.

QESBRAL THE (MISCKLIJUfEOUS THE)

, Siset Q * x 11"
Sates< 1 9 3 6 - -
Qoantitgrt Office, 20 drawers (36 cubic feet )

TliiiMiiHiit. h drawers ( 8 | coble feet) '
(total hk.5 cable feet)

Uspeeabla Anooott 28 dvtole feet (estlaated)
Xndexi Subject index which indicates drawer and folder

mafeer

The General File contains operational and inf as-national records
watntained by the Office of the Secretary. The balk of the file Is
sAde qp of oorrespondencoj reports, printed naterial filed with the
Count!talon for inforaatlcm pxarpoton, and wurkpepers of all types.
The eorreapondenoe is «ith utilities, taxi eoapanles, and motor

CO
CO

LU O

DC QC

carrier eoapenies and pertains to partiealar et&Jeets each as rates
end fares, rural electrification, foal shortagee* strikes, etc.
Specific types of material other than eorraspendeiiee ray include
reports (e.g. utility reports on services, drafts of the Co»-
xission«s amaal reports, State auditor's reparts)| printed or B!B>-
eogrephed «aterial (e.g. briefs aoboltted by eeapanles, Federal
Power Cwrtsalnn vases, ICC finance docket ease aaterlale, Materials
submitted by State ageasles, and legislation affecting the (km-
sds*i«n)| and wirkpapers, saeh as those relating to the establlsh-
SMPt of regolatiens for oarriere and util it ies or used in hf""!Het
and cour t prffceftdiiigs*

HKOOUXBlIUTIDHi RETAIM FOB TKH 1SAR8 AMD THEM 0BSX80X.

OBBHAL OFFIOI FUB ( 0 . 0 . FILE)

Sisei 8J» x 11»
Detest 1910 • -
Qoantltgri h drawers (8 etubic feet)
w i g Arranenamti *1«»»«><»-M«>ai

. I J i .

r •\r '
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r REQUEST FOR RECORDS RETENTION CHEDULE
(Continuation Sheet)

SCHEDULE t f 3.
NO.

PAGE
NO. 6.

4.
(em

o.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

u.

12.

the Oeneral Office H i e contains material which was aemmolated
daring the early years of tha CcssmlsBicn's activity (1910 - e. 1920)
Tha contents of this file reflect tha 0onals8ion*s regulatory aetlvl*
tlas and show the types of naterial which tha Commission distributed
or required public service companies under ita jurisdiction to file
with It. The file has been retained for Its infonoational value
although little or no naterlal has been added to It In recent years
It does not contain any material restating from hearings or court

Lngs. This type of material is filed In the General F U *
[Item 9) or In the various docket files. Specifically the Oeneral
Office Pile contains correspondence, reports* charters, opinions of
the Camdaslon's Oeneral Counsel* circulars, end printed aaterlal
arranged under various file headings (e.g. Oeneral Office (relating
to Ccmnission laws, roles, and regulations). Staff, Bookkeeping end
Accounts, Kinates} Orders, opinions, decisions, reportsj Bailroads,
Freight, Tariffs, Accidents, Statistics, Equipment, and Inspections.
Because this file reflects the development of the Cotmlssion and
contains a largo proportion of naterlal which docuamts procedtBres
and precedents, It should be retained In Its entirely.

BBCOJMSSaATIOHt RETAIN PERMAHENTU.

COURT OR SPECIAL FZIS

CO

LLJ CD

Siset 8 f x U «
Datest 1925 •-
Qasntityi l»| drawara (8 enblc feet)
File Amngeosnts Muuiarlcal
Annual Accnaalatlont less than ̂  cubie foot
Disposable Amounts 3 cubic feet (estimated)

This Is a file of cases which involved the Coanlpalon es a defendant
in court proceedings. The majority of these cases resulted from ap-
peals to htfft*** courts, particularly fo*? Superior Court of Balti
City or county Circuit Courts. Bach jacket contains copies of court
proceedings, briefs, opinions, pleadings, and subpoonaa voleh soy
pertain to one ease or several cases Involving a particular plalntift.

HECOMKEHDATIONI RETAIN FOR TKSRTT TSAIffi AFTER CASE IS C1DSED AHD
THE2I DESTEOT.

PUBLIC UTILITIgS TARIFF YUZ

Slset 8^> xll"
Dates: c. 1917 - -
QuanUtyt $ drawers (9 cubic feet)
File Arrangenents îph»i>fftiflsl by utility!

This file contains the 8eeretary*a copies of xww»di~WBichvrelate
to utility rates, tariff a, and operations. 8peelfleal3yjrthe~ttle
contains achednlas of rates and aupplaaanta, tariffs {^^i**^^
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Hall of Record*
Commission

(" REQUEST FOR RECORDS RETENTIOI^ CHEDULE
^ - (Continuation Sheet)

SCHEDULE
NO.

1 ->

PAGE
NO. 7.

4.
ktem

«lo.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

oaspany rules and service regulations), correspondence concerning
rate schedules and fuel clauses, fuel rate adjustnent reports, and
utility operating reports. Division copies of records relating to
rates, roles, and regulations are filed in the Engineering Division*
Rate File (Schedule 318, Item 3).

HECOMMEHDATIONi RETAIN WHILE THE FILING COMPANY OR ANT SUCCESSOR
CONTINUES, UNDER THE JURISDICTION OF TBS COHMESSIOB
TO RENDER THE CLASS OF SERVICE AT THE LOCATION
COVERED BY THE FILING- ASD FOR FIVE TEARS THEREAFTEI
AND THEN DESTROY.

13. TEST BOOKS

111.

Slset 9n x 12"
Batest 1910 • ~
Quantitjt 2 volumes (J cubio foot)
File Arrangements Chronological

Test Books contain certifications by employees of the Commission
that each will support the Feceral and State Constitutions and per-
font his job to the best of his ability.

RECOJtfEimATIONi RETAIN PERMAHENTLT

CONTRACTS (COHSOHDATBD QAS, ELECTRIC. LIOgT. AND POWER COMPANY OF
BALTlHOflE}

Sleet 6|" x 11"
Batest 1933 - -
Quantityi 1 drawer (1.5 cubic feet)
File Arrangeasntt By type of contract

This file contains copies of contracts between the paver eanpany
and Baltimore City, State agencies, and counties.

BECXHWSHDATIGNt RETAIN PERMANENTLY.

#
15. ACwmteAWi IffiCOKas-4.fhj>» {tew. svptrs&JeJ bv ;

Si^: 8|-lTli«- ^llZMlt&y
Datesj 1910 - -
Quantitys Uk cubio feet (estimated)
File Arrangeaentt Chronological
4*pwy»l Accunulaction: 2^ cubic feet
Disposable Amounts 36 cubic feet
Auditt State

This Item includes all standard accounting foras used by State
agencies' as supporting data to the final books of entry. The final
books of entry—DisburseMent Books, Cash Books, and Ledgers—
to be retained peraanently. Specifically, these supporting

CO
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C REQUEST FOR RECORDS RETENTIOI
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CHEDULE
SCHEDULE
NO.
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PAGE
NO. 8.

4.
item
l o .

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

record* ares

Font Ho.

Conptroller of the Treasury

IfMiiiwarufimi of Adjuatasnt
B-l-S Distribution of Charges
E-l and &-& Transmittal
CD-I Certificate of Deposit and Batik Deposit Slip
R-2 (forasrly JR-2) Monthly Report of State Finds Collected and

Deposited
Distribution of ?!Wim>w*fHl awl Obligated BaX*

Monthly St&tenent of Balances

Purchasing Bureau (Departaant of Budget and Proouraaant)

1-A
17-A
100-16
39-A and I4O-A
CF-1
100/2U
27-A
CF-3 *• "

26-A
52
51

Beqnisition for Supplies
Purchase Order
Out*of«Sohedole Reqoisltiesi for Supplies
Stores BoT^f^^f iwi
Cojgr of Contract Awarded
•Capital Fund Requisition for Bqulnmnt
Actual BBergenoy and Bepairs Beport
Copy of Contract Awarded
Copy of Contract Awarded
DeliTery Xanralee
Hotleo of Award of Contract
Credit HWflrandaa
Beport of Partial Delivery

Budget Bureau (DepartaBSt of Budget and A)

BB-1 (Bar.) F
B.P. Inv. B101
B.P* Znr. B102
B.P. Inv. 6
Budget Font
Bos. X thru U

*

]g BB-1 and BB-2/iBudget SnhiMhOit amemiwwnt Sheet
of Fixed Assets (annual)

Beport of Fbterials and Supplies (annual)
Katacrials and Supplies Physical Inventory (asnalj

Budget Estimates Fiscal Tear

Others

Telephone call records
Foe Toucher (Receipt) Books
Patty Cash Books
Cheek Registers (discontinued)
Bask Books
Mar Bond Acoounte ,
Cheek Stabs /

Account Sheets (all dlvisi »)

CO
CO

of
UJ O
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V . t _ .

REOOHHanUTIOHi RETAIN FOR VBBBE T£ABS OR UBTIL AUDITED, HUGHEVffi
I S IATER, ABD TflEI DBSTHOT.
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4. 5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity,
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

16.

17.

18.

ACCOmfTISQ BSO0BP3 FOB WHICH DISPOSAL HAS BKKW PROVIDED BT A OEHERAI

PAYROLL (Prior to July 1, 1953). She agency copy of this payroll
fora is to be retained for five years or until audited, whichever
Is later, and then destroyed. (General Schftdnla 8b. 0-1, Item l«d,
approved by the Board of Public Works, January 11, 1°5U).

PAYROLL JOORHAL - The ageaey copy is to be retained for three years
or until audited, whichever is later and then destroyed. - (General
Schedule So. 0*2. Item 1-d, approved by the Board of Public Works,
January, 11, l?5tt)«

PAYROLL EXCEPTION, ADDITIOKS AHD DEDTOTIONS - The ageney copy is
to be retained for three years or until audited, vhiehever is later,
and then destroyed* (General Schedule Ho. 0-2. Item 3-b, approved
by the Board of Public Works, January 11, 195U).

PAT WARRAKT8 - The agesey copy is to be retained for three years or
until audited, whichever is later, and then destroyed. (Osneral
Schedule Bo. 0-3, Item 3, approved by the Board of Public Works,
Kay 10, 19510.

RECKE?BO VARBAHIS - Hh& agency copy is to be retodaed for three
years or until audited, uhlcherver is later, and then destroyed*
(Osaeral Schedule Bo. 0-lt, Item 3, approved by the Board of Public
Varies, Kay 10, 195U).

TRABSKinAX. FOBH E-l or E-J (Comptroller of the Treasury Fora) is
to be retained for three years or until audited, whichever is later
and then destroyed. (Oeneral Schedule Ho. 0-5, Ztea 3, approved by
the Board of Public Works, Kay 10, 19ft).

MASTEB ADTHORIZATIOH

This Statewide form of the Conmdssioi p of Personnel is the author-
isation for entering the eeployee's nans on the payroll or for
•eking say changes in the pay rate. Zt also shows all pay deduc-
tions.

REC01t!EHDATI0Ni RETAIN WHILE EMPXDXED AHD FOE THSSB TEARS AFTEE
DATS OF SEPARATION, OR 191X1. AUDITED, WHICHK¥ES XS
KATER, AHD THEH DESTROT. r — —

LEAVB BEOORDS

Form Hoi 128-nA
! Detest 1 9 5 3 - -

Qoantitgrt Less than 4 cubic foot

File includes ̂ hft follosiag f^-tr^in

MOV

CO

OS

111 O

DC OC

°-3(KC

i.,

>U>« -• » . V _/ . k. i - •-

^ r 7'



FORM HFT-RM 1A

. ( H - l - 0 6 )

Holl of Records
- Commission

/ ' REQUEST FOR RECORDS RETENTION
(Continuation Sheet)

:HEDULE
SCHEDULE
NO.

if .'.

PAGE
NO. 10.

4.
fern

5. Description of Records
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work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

leave Record Card - Fora SBC 120«A, a standard
State-4rf.de form, prepared ahtmally for each

19.

Leave applications
Doctors* certificates
Attendance records (prior to 1953)

RECOUHENMTIOTJt RETAIN FOR THREE TEARS OR UNTIL AUDITED, VHlCHBVBt
I S U T J B , AND THEU DESTROY.

GEHERAL COUNSEL CASE FILES

Sisei &$• x 11"
Datest 1910 - -
Quantity* k drawers (7 cubic f ee t )
Fi le ArrangeBBntt Ruaarical by case maber .

This f i l e contains material resul t ing from informal decisions or
opinions delivered by the General Counsel of the Commission. The
opinions deal with such Batters as the Jurisdiction of the Coanissior
i n establ ishing grade cross ings , a l ter ing contracts , f ix ing dennnAge
i n i n t r - s t a t e shipment, act ing en certain complaints, e t c .
Spec i f i ca l ly , the f i l e contains correspondence and the opinions of
the Counsel, which are f i l e d i n case folders*

RECOUUKNIWriOtJt RETAIN P0WAHKSTLY
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